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Welcome to Barley Close OSC. The club is managed by Barley Close Primary School. The school is responsible for the policy and practise of the club including rules, fees and employment of staff.
All staff are suitably trained, all security checks have been carried out and these are reviewed regularly.
Contact details
	Head teacher- Jo Williams
	Jo-marie.williams@barleyclose.org.uk

	SBM- Teresa Ridley
Admin- Louise Bryant
	enquiries@barleyclose.org.uk
01454 867090

	Play leader- Della Fry
	01454 867090 option 3 (3-6pm only)

	Play Leader- Eve Griffiths
	01454 867090 option 3



The OSC at Barley Close aims to:
· Offer an inclusive service, accessible to all children in the community 
· Ensure each child feels happy, safe and secure, allowing them to learn and develop freely in a play centred environment
· Encourage children to take responsibility for themselves and their actions 
· Encourage children to develop positive attitudes and respect for themselves and others, in an environment free from bullying and discrimination 
· Provide a wide range of resources and equipment which can be used under safe and supervised conditions 
· Offer a programme of activities which meets the needs of each child, promoting their physical, intellectual, emotional and social development, enabling them to become confident, independent and co-operative individuals 
· Review and evaluate our services to ensure that we continue to meet the needs of children in our care and those of their parents or carers 
· Keep parents and carers informed about changes in the administration of the Club and to listen and respond to their views and concerns 
· Communicate effectively with parents and carers, and to discuss experiences, progress and any difficulties that may arise 
· Employ experienced, well trained staff and offer them appropriate support 
· Comply with the Children’s Act 1989, the Childcare Act 2006, and all other relevant legislation

OPENING TIMES
	After school club Mon-Thurs
	3:15pm-6:00pm


The club is not open on Fridays but this is reviewed dependent on demand annually.
REGISTERING WITH THE CLUB
When a place is allocated, families will be given all the details- 
· Signposting to school policies on the website
· Registration form and payment
· This booklet
Once all above has been received children will be able to attend. For families requiring regular bookings a place will be allocated. This place will be guaranteed and paid for whether or not the child attends. 
FEES AND BOOKING
	AFTER SCHOOL DAY
	
	£11:00
	3:15pm-6:00pm



The club recognises that childcare can be costly, so we encourage eligible parents or carers to claim the childcare element of the working tax credits. We are also registered to receive childcare vouchers.
· fees are payable within 14 days of receiving the invoice
· bookings must be made at least 4 weeks before the end of a school term. 
· fees can be paid by ParentPay 
· there is a charge of £5 for every 15 minutes of late collection, which will be added to the next invoice
· fees are charged for booked sessions whether the child attends or not.
Notice Period: We require 4 weeks paid notice that you no longer require your booked place or alterations to your booked places. Notice must be made in writing and once given the next 4 weeks of school time must still be paid for i.e. if notice is given during a school holiday period the first 4 weeks of the next term will be regarded as the notice period. 
Session Fees: All fees irrespective of method of payment must be paid by the due date, which is a month in advance of requested sessions. Late payment will be subject to a daily late payment fee (see Additional Fees). There will be no refunds should you cancel any sessions.
Fees are reviewed annually by the Governing Body. Any queries should be directed to Teresa Ridley.
The following rules apply with regards to fees:
· Strike and snow days- if school is not able to open you will not be charged
· School camp- your will not be charged if your child is attending school camp.
WHAT DOES THE CLUB PROVIDE FOR YOUR CHILDREN?
Children will be offered a varied programme of activities to meet their age range including craft, sport, recreational activities etc.
  Children can bring their own snacks for after school, no nuts, fizzy drinks or sweets
 Children will have access to the outside facilities of the School, during afterschool club. 

ARRIVAL AT A SESSION
  Our staff will greet each child warmly on their arrival at the Club and will ensure the record of the child’s attendance in the daily register is updated straightaway, including the time of arrival. 
 For After School Club, children will be collected from their classes- Rec and Year 1, Year 2 and KS2 will walk to the hall by themselves.
DEPARTURE FROM A SESSION
 Staff will ensure that parents or carers sign children out before they leave, including the time of collection.
  Children can only be collected by an adult who has been authorised to collect them on their registration form.
  The child’s parents or carers must inform the Club in advance if someone who is not listed on the registration form is to collect the child. The manager will contact the main parent or carer for confirmation if they have any concerns regarding departures.
  The parent or carer must notify the Club if they will be late collecting their child by using the emergency contact number. If the Club is not informed, the Uncollected Children policy will be followed.

LATE COLLECTION OF A CHILD
Our first concern is for your child. If you are delayed in collecting your child, we will look after them and try to contact you and the standby person(s) you listed on the registration form as having permission to collect your child in an emergency. Please help us to ensure that your child is comfortable with anyone who would have to provide care in an emergency by letting us know of any changes to the person you would wish to look after them is you cannot collect them. We will make every effort to contact that person (s), but if they cannot be contacted we are required to contact South Gloucestershire Social Services to arrange temporary care. An additional charge for late collection at the end of the club session is payable for each quarter hour. This is necessary to help meet the additional costs incurred by the Club. The current additional charge is £5.00 for every 15 minutes.

ABSENSES
  If a child is going to be absent from a session, parents must notify the Club in advance. This should be done by contact the school by telephone and/or email. 
  If a child is absent without explanation from an after school session, staff will contact the parents or carers and the school to check where the child should be. If there is no explanation for the absence the Club will ring the parent to check the reason for the absence if there is still no explanation, the Missing Child procedure will be activated.


FOOD AND DRINK
 Barley Close Primary School is a Nut Free environment so children are asked not to bring any nut based products onto school grounds. 

What the Club requires from Parents/Carers and Children
  Parents must sign their children in and out of the club. 
 Children who are ill must not come to the club, and parents must ensure that at least 24 hours have elapsed before children suffering from vomiting or diarrhoea can return to the Club. 
 Parents should let their teachers know which days they will be using the Club. 
 Hats and sun cream labelled with the child’s name should be provided when attending during the summer. 
 Notify the club if your child is not attending school on the day they are due to be in club.


BEHAVIOUR MANAGEMENT
The OSC at Barley Close uses effective behaviour management strategies to promote the welfare and enjoyment of children attending the Club. Working in partnership with parents, we aim to manage behaviour using clear, consistent and positive strategies. The Club rules are discussed regularly. By registering with the club, parents/carers will be deemed to have accepted the conditions of the policy. Whilst at the OSC we expect children to:
  Use socially acceptable behaviour
  Comply with the Club rules, which are compiled by the children attending the club 
 Respect one another, accepting differences of race, gender, ability, age and religion 
 Develop their independence by maintaining self-discipline 
 Choose and participate in a variety of activities
  Ask for help if needed 
 Enjoy their time at the Club 
Encouraging positive behaviour 
At the OSC positive behaviour is encouraged by: 
 Staff acting as positive role models
  Praising appropriate behaviour
  Informing parents about individual achievements
  Offering a variety of play opportunities to meet the needs of the children attending the Club It is inevitable that as children develop and learn, there are times when they need support and guidance to understand that their behaviour is not acceptable. Staff at the Club will try to determine the cause or triggers of the inappropriate behaviour to prevent the situation from recurring. 
Dealing with inappropriate behaviour
  Challenging behaviour will be addressed in a calm, firm and positive manner. 
 In the first instance, the child will be temporarily removed from the activity. 
 Staff will discuss why the behaviour displayed is deemed inappropriate.
  Staff will give the child an opportunity to explain their behaviour, to help prevent a recurrence. 
 Staff will encourage and facilitate mediation between children to try to resolve conflicts through discussion and negotiation. 
 If the inappropriate behaviour appears to be as a result of boredom, staff will consult with the child to find activities that more fully engage them.
  Staff will consult with parents to formulate clear strategies for dealing with persistent inappropriate behaviour. 
If after consultation with parents and the implementation of behaviour management strategies, a child continues to display inappropriate behaviour, the Club may decide to exclude the child in accordance with our Suspensions and Exclusions policy. The reasons and processes involved will be clearly explained to the child. 
Physical intervention 
Physical intervention will only be used as a last resort, when the staff believe that action is necessary to prevent injury to the child or others, or to prevent significant damage to equipment or property. If a member of staff has to physically restrain a child, the manager will be notified and an Incident record will be completed. The incident will be discussed with the parent or carer as soon as possible. If staff are not confident about their ability to contain a situation, they should call the manager or, in extreme cases, the police. All serious incidents will be recorded on an Incident book and kept in the cupboard. This may be used to build a pattern of behaviour, which may indicate an underlying cause. If a pattern of incidents indicates possible abuse, we will implement child protection procedures in accordance with Barley Close Safeguarding policy.
Health and Safety 
The OSC is committed to the welfare of the children in its care. A copy of the Health and Safety policy is available if you wish to see it. Please ask a member of staff. 
Illness and Accidents 
In the OSC we will deal promptly and effectively with any illnesses or injuries that occur while children are in our care. We take all practical steps to keep staff and children safe from communicable diseases. All parents or carers must complete the registration form when their child joins the Club, requesting permission for emergency medical treatment for their child in the event of a serious accident or illness. We will record any accidents or illnesses, together with any treatment given, on an Incident Book or Accident Book, the parent will always be informed of any medical treatment given. 
The OSC cannot accept children who are ill. If any children are ill when they first arrive at the Club we will immediately notify their parents or carers to come and collect them. Any children who have been ill should not return to the Club until they have fully recovered, or until after the minimum exclusion period has expired. The majority of the staff are trained Paediatric First Aiders. The First Aiders have a current first aid certificate and have attended a 12 hour paediatric first aid course. To ensure that there is a qualified first aider present at every session of the Club, other members of staff will also receive first aid training. The first aid box is located in the OSC building.

Equal Opportunities 
In OSC we will ensure that we provide a safe and caring environment, free from discrimination, for everyone in our community including children with additional needs. The Clubs full equal opportunities policy is available to anyone who wishes to see it. Please ask a member of staff or a member of the Governing Body. Please note that “parent/carer” is intended to include others who provide care to children. 

Complaints Procedure
 Any matters of concern should be referred to a member of staff as soon as possible. Within the club any unresolved concerns should be taken firstly to the Club play leaders and then, if not resolved, onto the Head. If a complaint remains unresolved, or is in relation to the Club play leaders the school complaints policy will be followed. A copy of the school complaint policy can be requested from the school office or seen on the school website.
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